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ATTENDANCE MANAGEMENT 
SAMPLE SCREEN #1 



120 




ATTENDANCE MANAGEMENT 

Use this application to develop a corrective action plan for an 
employee with a high absence rate. 

Select "Help" for information on how to run this application, 
John Smith 1-23678 7-234 



130 



Help 
{AMH 0001) 



50 hours YTD 
1 2 hours PTO 



Look-up 



ACTION PLAN 

128 

REPORT 



Select path: 



Investigate 



Same disposition as last time 



Not a problem 



Not an employee 



The employee's recent absences have been: 



If you are unsure about what kinds of leaves are considered 
"approved," select Guidance for a list of leave types. 



If you do not know the reason the employee has been absent so 
much, select "Guidance" for help in talking to the employee to 
find out. 
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Guidance 
{AMG 0001} 
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Paid Sick Leave 



Unpaid Sick Leave 



Other Approved Leave 



Unapproved Leave 
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Guidance 
{AMG 0002} 



Guidance 
{AMG 0003) 
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Status 



Continue 
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Figure 6 
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154 



151 



Has the employee provided adequate notice for the 
paid sick leave absenceCsl? 



Not Always 



No 



Guidance : List of 
notice requirements. 
{AMG 0004} 



Yes 



'152 



Failure to provide adequate 
notice is a conduct issue that 
may be handled with 
Progressive Discipline - 
Attendance Conduct.. 



Guidance : Treat conduct issues 
separately (no cail/no show, etc.) 
{AMG 0005} 



157 



158 



Guidance : List of sick leave 
certification requirements. 
{AMG 0006) 



156 



Has the employee provided proper 
certification for the absenceCs)? 



Not Always 



No 



Failure to provide proper 
certification is a conduct 
issue that may be handled 
with Progressive Discipline 
Attendance Conduct.. See 
Guidance for more details. 



Guidance : {AMG 0007} 
>■ 



Yes 



160 



161 



Hot Advice : See Guidance for 
input on how to make this 
judgement or how to interview 
the employee on this. 
Guidance : How to forecast 
absence rate. {AMG 0008} 



in your judgement, will the 
employee continue to have a 
high absence rate? 



Yes 



180 



No 



181 



Is the sick leave due to a 
singular event? 



Yes 



Guidance : Pregnancy leave is one 
example of this which is not cause 
for action. Worker*s Comp cases 
should also be treated separately. 
{AMG 0009} 



162 



Has this employee been 
subject to corrective action 
previously for attendance? 



No 



{AMG 0011} 



!s the employee 
stiil absent? 



182 



186 



188 



{AMG 0010} 



Yes 



Jo 164 



Is the employee familiar 
with the Attendance Policy? 



{AMG 0013} No 



{AMG 0011} 



Yes 



192 



190 




Discuss Attendance 
Policy with employee, 

^; 



ToAP {AMG 0014} 



Is the employee in a 
probationary period? 



{AMG 0015} 



Develop a 
Return-to- 
Work Plan 
with HR. 



184 

ToAP {AMG 0012} 
->-ToAP {AMG 0013} 



No action 



>|^No 
To AP 



Yes 



****=:optional question 
[skip for some companies) 



Figure 7 
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194 

(AMG 0016} 



A 



Yes 



No 



{AMG 0017} 



200 



Has the employes been counseled 
about previous attendance issues?** 



No 



Has this employee previously been subject to 
corrective action for attendance issues? 



infornnal Discussion 



Yes 



196 



98 



r 



202 



To AP {AMG 0018} 



Informal Discussion, extend probation. 
{AMG 0019) 

To AP 

No ^ 



Yes 



Has the employee previously claimed to 
have a temporary or permanent disability 
that does not allow regular attendance? 



208 



Yes 



{AMG 0020} 
Hot Advice : DO NOT ASK THE EMPLOYEE! 



B 



No (or Don't Know) 204 



205 



Can you accommodate this 
disability in a reasonable and 
effective way for the 
employee's current job? 
[See Guidance.) 



210 



Yes 



What is the business impact of 
the employee's absence? 
[Text Box: sent to API 



206 



(AMG 0021) 



Samples : Customer issues, 
work load, overtime costs, 
morale. 

{AMS 0002} (AMG 0022) 



Action: Informal Discussion 



No 



212 



Action: 

Accommodation 



214 



To AP 

{AMG 0024} 
Yes 



Can you reassign this 
employee to a job that can 
accommodate the disability? 



To AP 



(AMG 0025) 



Guidance : Offer EAP, 
ask if physician has been 
consulted, offer shop 
steward if necessary, etc. 

{AMG 0023} 



No 



Action: 

Job Reassignment 



216 



No action. 



ToAP (AMG 0026} 



Y 

To AP 



{AMG 0027} 



Figure 8 
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B 



220 



What action was taken previously? 



{AMG 0028} 



Informal Discussion 
infornnal Counseling 
Oral Reminder 
Written Reminder 
DML 

Job Reassignment 
Accommodation 



222 



236 



Has the employee previously 
claimed to have a temporary 
or permanent disability 
that does not allow regular 
attendance? 



224 



No 



Has the employee's recent 
attendance met the 
standards required by the 
accommodation? 
{AMG 0031} 



{AMG 0029} 



Yes 



226 



ID - !D 
IC - IC 
OR - OR 
WR - WR 
DML - DML 



Can you accommodate this 
disability in a reasonable and 
effective way for the 
employee's current job? (See 
Guidance {AMG 0033}] 



{AMG 0032} 



228 Yes 



To AP 



No \/ 



238 



Has the employee's recent 
attendance met the 
standards of the new job? 



240 



Yes 



{AMG 0030} 



No 



Action: 
Positive 
Reinforcement 
{AMG 0034} 



Yes A 



No 



Action: 

Accommodation 



To AP {AlVlG 0037} 

234 



230 



Can you reassign this 
employee to a job that can 
accommodate the disability? 



No 



To AP 



Guidance : examples 
{AMG 0035} 



A 



242 



Action: informal 
Discussion, 
contact HR. 
{AMG 0036} 



Yes 



Informal Discussion, contact HR, 



T 



232 



Action: Job Reassignment 



To AP {AMG 0038) 



Y 

To AP 



{AMG 0039} 



Figure 9 
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C from page 1 



166 



Has recent attendance been satisfactory? 



Guidance : {AMG 0041 } 



170 



No 



{AMG 0040} 



Yes 



168 



Does the employee have a 
viable plan to quickly 
improve attendance? 



172 



Yes 



Action: Positive Reinforcement 
{AMG 0042} 



,No 



What action was taken previously? 



Y 

To AP 

Hot Advice : Consider why you 
believe the employee's absences 
will noi continue! {AMG 0043} 



1 



Informal Discussion 
Informal Counseling 
Oral Reminder 
Written Reminder 
DML 

Job Reassignment 
Accommodation 



{AMG 0044} 



178 



ID + Yes = ID 
ID + No = IC 

IC + Yes = Informal Counseling 
IC + No - Oral Reminder 
OR + Yes - Oral Reminder 
OR + No = Written Reminder 
WR + Yes = Written Reminder 

WR + No =:: DML 

DML + Yes = DML 
DML + No = Termination 



176 



174 



Yes = No action 

No - Informal Discussion 



To AP 



Yes = No action 

No = Informal Discussion 



To AP {AMG 0046} 



To AP {AMG 0045} 



Figure 10 
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552 



ATTENDANCE MANAGEMENT 

ACTION PLAN 
From "AP" arrows in Investigate Task 



554 



The Disposition at present is: 
Do you want to override this? 
evaluate plan.) 


[Show current disposition). 
(Select "Guidance" to 


Yes 


^ No 


\/ 





{AMG 0064} 



556 



Describe how you want to disposition 
this case: (Text Box] 



{AMG 0065} 



Select "Continue" to 
review Disposition 
Report, and then SAVE it 
locally on your machine. 



{AMG 0066} 



558 



If you have more flagged 
employees to handle, start 
again at the Manager's 
Desktop. 



Status 



Continue 



Figure 1 1 
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600 

^ ATTENDANCE MANAGEMENT 

Examples of Disposition Reports 
[Separate report for each flagged employee! 



Disposition Report 
10/14/97 

mployee # Qrfl Absence Disposition ^ ggg 

308 Doe 2-55456 7-234 240 hrs YTD Not a problem 
a leOhrsPTD 

Disposition Report 

I 10/14/97 

■recfllutz 1-33900 7-223 45 hrs YTD Not nny employee ^ 604 

40 hrs PTO 



Disposition Report 
10/14/97 

JohMJSmith 1-23678 7-234 50 hrs YTD Primarily excused absence 
J^=^ 12 hrs PTD Proper notice 

Proper certification 
Absence will continue 
Not a singular event 
Familiar with Attendance Policy 
Not a probationary employee 
No prior action 
No Disability 

Business impact: "Morale of group is 
affected, customers dissatisfied." 
Action Plan: Informal Counseling 
Override: "I do not plan to take any action 



Figure 12 
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710 



START ) 



YES 



714 



712 . 

ANY 
EMPLOYEES 
UNDER MINIMUM 
? 



716 



NEXT STEP 
ADJUST 
HIGHLIGHTED EMPLOYEES 
TO MINIMUM OF RANGE 



GUIDANCE 



DO IT 




BACK 



NEXT 




MINI-INTERVIEW 




ANY 

'EMPLOYEES"\ NO 
OVER MAXIMUM 
.OR WILL BE. 

9 



YES 



718 




PLAN PROMOTIONS 



722 



ADVICE ON 
MAX'D EMPLOYEES 



Figure ISA 
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MINI-INTERVIEW 



730 



' OPTION: |. 
' AUTO APPLY , 
' INCREASE 
1 MATRIX J 

732 




728 



PLAN NEXT 

HIGHEST 
PERFORMER 



VIEW GRAPH 
HIGH-TO-LOW 

PERFORMERS; 
CHECK 

PERFORMANCE 
DISTRIBUTION 




CHECK INCREASE MATRIX 
FOR OUT-OF-BOUNDS 



742 



734 



740 




REPLA 



REPLAN TO 
GET WITHIN 
BUDGET 



736 



OVERRIDE 




CHECK INCREASE MATRIX 



YES. 



ANY MORE 

EMPLOYEES 

TO PLAN 
? 

Figure 18B 



CONGRATULATIONS. 
YOU'RE DONE! 
DO YOU WANT TO 
SUBMIT THE PLAN 
FOR APPROVAL? 



738 



18/19 



750 



GUIDANCE FOR STACK RANKING OPTION 



"Stack ranking" is defined as a 1 - n ranking of employees based 
on their performance against their job description. It is not 
meant to be a ranking of their value to the company (that kind of 
ranking is sometimes called a "reverse layoff" list]. Thus a junior 
engineer could be ranked higher than a senior engineer simply by 
virtue of doing his/her job better. Junior level employees who are 
ranked very high in their grade are often candidates for promotion 
to the next level in that job family (i.e., it is time to make their job 
more difficult). This usually results in them having a lower stack 
ranking and a lower performance rating in the next planning 
session. 



If you have employees in different salary ranges or grades, then 
you can first do the ranking within each grade. Then in order to 
merge the ranking into one overall list for your group, use the 
technique illustrated by this example: 



E10 Employees: 

1 . Karen Feiding 

2. Fred Klutz 

3. Joe Smith 

4. Irving Fazola 

5. Jane Doe 



E09 Employees: 

1 . Sam Spade 

2. George Gap 

3. Susie Emblem 

4. Roberto Cruz 



E08 Employees: 


1. 


Fannie Farmer 


2. 


Jim Keiper 


3. 


Allan Jones 


4. 


Anna Storm 


5. 


Evan White 


6. 


Bill Baker 


7. 


Lavon Larue 



To start the merge process on these lists, you choose which 
employee is the number one overall employee in how well they do 
their job. Obviously, the only candidates for this honor are the 
three employees who rank at the top of their respective grade 
ranking. In this case, the candidates for #1 overall are Karen 
Feiding, Sam Spade, and Fannie Farmer. So let's say you pick 
Fannie Farmer as the best at their job of those three. That puts 
Fannie on top of the overall stack ranking list. Then you pick the 
employee who ranks second overall. The candidates are Karen, 
Sam, and Jim Keiper because Fannie is already placed. Continue 
in this manner until you have a total merged list from 1 - n. 



Figure 19 
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